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The Mary Platt Methodist Pre-School

Administration
5.5 Fees
Policy statement
It is our policy to ensure our setting serves everyone within the community. Our Fees procedure allows flexibility to meet the needs of all the families using our setting.
EYFS key themes and commitments
	A Unique Child
	Positive Relationships
	Enabling Environments
	Learning and Development

	1.2 Inclusive Practice
	2.1 Respecting Each other
2.2 Parent’s as Partners
	
	


Invoices
· Invoices cover the fees of one-half term.
· Invoices do not include fees for lunches.
· Invoices are issued during the last week of each half term for the following half term.
· Invoices for the first half term of autumn will be issued within the first week of that term.
Fees
All absences must be paid for.
Our fees are reviewed annually by the Management Committee.
We will give parents/carers a minimum of half a terms notice of a change to our rates. 
Ways to pay
Fees/ lunch fees can be paid by cheque, cash, BACS or childcare voucher.
Fees for sessions and fees for lunches must be paid separately.
Fees can be paid in full or in weekly instalments.
Fees paid in full must be paid within the first two weeks of each half term or in the case of the first half term of autumn within the first 3 weeks. 
Fees paid in weekly instalments must be paid at the beginning of the first session the child attends each week.
All absences must be paid for.
If a holiday is planned during term time Preschool must be informed as soon as possible and payment for that week(s) must be paid the week prior to the holiday.
If I child does not attend Preschool due to an unexpected situation or illness the fees for the session(s) missed must be paid at the beginning of the next session the child attends.
Lunch fees must be paid weekly or daily by placing the money in the child’s lunch box.  
Parents/ Carers paying by childcare vouchers must inform the setting leader within the first week of their child starting at the setting. 
The parent also needs to provide the following information if paying with childcare vouchers.
· The name of the Voucher scheme.
·  The approximate date on which the voucher payments will be paid.
· The value of the voucher where possible.
· Proof from their employer of their registration on a childcare voucher scheme.
Extra Sessions
Sessions/ lunch sessions booked on an ad hoc basis must be paid for at the time of booking or at the beginning of the extra session otherwise the child will not be permitted to attend the session/ lunch session.
Extra sessions/ lunch sessions cannot be booked for a child if fees for the child’s regular sessions/ lunch sessions are already outstanding.
· Unpaid fees
· Failure to pay fees within the timescales set out above will result in the temporary withdrawal of the child’s sessions until the outstanding balance is paid. (The child’s sessions refer to any sessions paid for by parents/ carers but does not include any sessions taken as part of a child’s free entitlement. Children receiving their free entitlement will be permitted to attend for the first 5 sessions they would usually attend each week). 
· If parents/carers pay fees in one lump sum and no payment has been received by the end of the second week of the half term they will be issued with a letter explaining their child cannot attend the setting for any further paid sessions until the outstanding amount is paid.
· If the parents/ carers pay fees weekly and their weekly payment has not been made by the end of the week they will be issued with a letter explaining their child cannot attend the setting for any further paid sessions until the outstanding amount is paid. 
· Following the withdrawal of sessions, payment must be brought up to date including payment for the withdrawn sessions and must be paid in full before the child can resume their attendance.
· If fees remain outstanding for one week a referral will be made to the Management Committee. Parents/ carers will receive a letter informing them of the referral.
· The committee will contact the parents/ carers to arrange a meeting which will take place within two weeks of the referral being made.
· At the meeting a written payment plan will be arranged and agreed and signed by both the parents/ carers and the committee.
· If the committee are unable to make contact with the parents/carers a letter will be sent with details of a payment plan the parents should adhere to and the account details to which payments should be made. 
· After a payment plan is agreed if any payment is missed the committee have the right to permanently withdraw the child’s place and pursue legal action.
· If lunch fees are outstanding at the end of a week a reminder will be sent out at the next available opportunity asking the parent/carer to pay as soon as possible. If lunch fees remain outstanding for a further week the parent/carer will receive a letter explaining their child cannot stay for further lunch sessions until they pay the outstanding balance in full.
· If lunch fees remain outstanding for a further week a referral to the Committee will be made.
Recording payment of fees
· Parents/ Carers will be issued with a receipt at the time of payment;
· The amount paid, method of payment and receipt number is recorded on the fees/ lunch fees sheet.
	Date
	August 2021
	(date)

	Date to be reviewed
	August 2022
	(date)
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